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I, COURSB TITia-JEBLL IT AS IT 13 
II, COUHSE MUHBBR— 7713.13 (Newt 7636.13} 
III* COURSS SBSCRIFTION 

A. S;iniopsia 

Daaigaed to aoquaiut tho student with the OMthode and arte of 
buaixMss ooaaxuii oat ions throxj^ oral, written, and visual BK^^ans, 
inoludin^ telephone techniques, letters, telegramu, telefax, 
posters, BMMia, and interpretation of business charts 
graphs* 

B. Textbook 

The content of this course peiwLts the use of a variety of 
textbooks as reaouroes. One or more of the state adopted 
textbooks for General Business My be used as the basic 
text. All of the state adopted textbooks for Office Practice 
provide infonastion on written and oral comiunications. 
Matheaatica for Business Occupations provides detailed oovez^tge 
of graphs* Refer to the resource section for speoifio details. 

C. Occupational Relationships 

General office worker Telegraph clerk 

Receptionist Switchboard operator 

Coamoaioations olerk Kanagenent 

IV. COURSE BNROLLN&MT GOIISLIIIBS 

A. Prior Bxperiences Seeded 

Language Arts courses Rioting Your Writing (5111.01) and 
SverTday Comnmioations (3113.61) would strengthen students' 
skills. 

B. Pretest 

This test should be used to deteroine whether the student has 
attained the objectives of this course. If a student ooapletes 
the test satisfactorily, he should be Mooffiaiended for a acre 
advanced course. The test can also be used as a dia^ostio 
device to detemiae individual strengths and wsakaesses. 

V. COURSE OF STWJy iSRFORllANCS OBJECTIVES 

Upon successful cci^)letion of this oeurse, the student will be able 
to — 

1. XLa9 the telephone to i&ake local and long distance calls; 

2. place p» .son-to~person, station-to-atation, and collect calls 
with and without operator assistance froa given data; 

3. dateroine the kind of call that will give the desired service 
at the least cost iising given long-distance sMssages to be 
conveyed by telephone ^ 
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V. C0UB3B OP SWBY PKRFORiajrCB OBJBCTIVBS, Coatinu»d 

4. deBcmotrntt an %,umom99 of epeolal t«lephoiM oquipMnt by 
mXctine «iv»n daeorijrtiou* aod pictures; 

^* 211^ "t?*^""^ * iaooiBi2i« t^laphoM oall on a giv«a 

aoBo form v: th 100^ aoouzacy; 

6. ^»5«f'*t« the steps for transferring a given incoming telephone 
call to another location within the office; 

7. provide information in a o^eous and polite mannvr, renondins 
to telephoned requests in a testing situation; 

8. demonstrate teohniques for using the "hold" button when 
sxmultaneoos iaooming calls occur on a multiple-butt on telephone; 

9* diJj^J^j*^* *~ ■^•^•B uaiag a telephone 

10. obtain the phone cumber and address from a giren telephone 
directory of at least one buainesa and/or org^wination that can 
provide eaoh service on a given list of desired aervioes; 

11. condense given urtttea information to be conveyed by telegx^ 
to the least number of words withoa* changing the context of 
the message; 

12. complete a given blank telegram form with lOOfL accuracy using 
given message information; 

13. determine the cost of a day letter and a ni^t letter given 
telegraphic word-count and distance rates; 

14. determine the kind of communication for a given message and 
situation that will give the desired service and that can be 
sent at the lowest cost; 

15. aatoh the ZIP two-letter abbreviations with an unarxanged list 
of all the states and territories; 

16. complete a line, bar, circle, and piotogimph with lOC^ accuracy 
from given information; 

17. interpret given line, bar, circle, and pictogi*^ charts and 
provide answers to given questions; 

18. match classes and types of mail with given descriptions; 

19. write a proper heading for a memorwuluffl from given sender, 
addressfo, subject, and date; and 

20. evaluate given posters as to their relative appropriateness for 
transmitting a otatad idea. 
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COURSE covmi 

A. BquipMAt Aid SappXlti 
1* Basio 

a. TttlcphOM 

Blftak a»aG«Mdiu» 

o. Blank ttltg^Aas 

d* Graph paper 

• • Chart sisa papor 

f. Tel«phoBa direotorios 

g> Protractor 
2. SuppXoaaatary 

a. Overhead projector 

h. Pilmatrlp projector 

o, Soraon 

d« Record plajar 

e > Telotraiaor 

f. Switohhoard 

g. United States aap with states and 2IP codes 

h. Other oommioation eqcttipMebt availahXe for class use 

B. Oral CoaouBioatioaa 
1. Telephone 

a. Techniques for uain^ 

h. Receivijiig oalls 

o. Traaaf erring calls 

d. Using direct orioQ 

e. Directory assistance ( iaf oraation) 
f • Placing oalls 

(1) Private and party lines 

(2) Coin phones 

(3) Local 

(4) Long distance 

(a) tfith operator assistance or Direct Distance 
Dialing 

(b) Person-to-person 
(o) Station-to-atation 

(d) Collect 

(e) Charging to a third anaher 

g. Rates 

h. Tias aones 
i* Area codes 

j. Special equipment 
(1) Switchboard 
Iz) Touch-tone telephone 
(3) Multiple button telephone 
(a) Speakerphone 

(5) Autcaatic dialing eqaipaeat 
(6} Picturephone 

(7) Personal signal system 
(8; Mobile oalls-^air, land, narine 
k* Special services 

1) Answering service e 

2) Credit card calls 



(3) Ceiif«r«ao« oalls 
14) Vid« 4rM T«l«phoa« Strvioe (UlTS) 
(3) OwrMas calls 
(6) Oataphono 
2. latarooMB 

3* Public addrasa aystans 
4* Paging aystaaa 

a. Ictaroffioo 

b. Parsonal 

C. Written CooBninioatxcas 
1. TalagK^ph aorvioas 

a. Fall-rata talagraa 

b. Baj latter 

0. Migkit latter 
d. Costa 

1) Word count 

2) Distance 
a. PGupaents 

(1) Cash 

(2) Charge accounts 

(3) Charge to individual's phone 

(4) Collect 

f. Telegraphic aoaey orders 

1) Repeat back 

2) Report delivery 

3) Test quaotion 

g. Tiae sonas 

h. International sexvioes 

( 1) Cablegrsas 

(2) Ship xttdiograas 

1. Code aessages 
j. Cable code aessages 
k. Special occasion telegraas 
!• Private wire sjateas 
s. Sleotroaio writing aquipaeat 

2. Letters 

a. InooBing 

b. Outgoing 

0. Zone laproveaent Plan (ZIP) 

d. Classes of doaestic aail 

e. Classes of iateniatienal aail 

f. Special Delivez7 

g. Airaail 

h. Registered 

1. Insured 
j« Certified 
k. COO 

3* MeaoranduBS 

a. Interoffice 

b. Branch office 
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COUBSB COinSNT, Coatlnu«d 

d. Sp«c*lal 
4* Conv97ors oad tmb«8 
3* Tranaalttal sllpt 
6. Facslnil* •qvdpatnt 

D. ViBoal Cownuioations 
1. Cbartii 
2* Postftrs 

3. Clostd oipcuit teltvlBloa 
4* Pioturvphoat 
3* Oraphs 

b. Bar 

1) Borisoatal 

2) V«rtioal 
o. Cirolt 

1) RalatiOQship of one ar«a to •ntir« voluo© 

2) RttlatioaaMp of Mwral parts to a whol* 
d. Piotograph 

SUGGBSTBD PROCSBUESS, 3TRAK0ISS, AID IS^SIMQ ACTIVITISS 

A. Courae Stratagy and Method 

Thm aftthodology to b« utillMad should be diraotad toward 
individoalisatioa with auoh ooasidomtion givan to tha nature of 
the ooma ooatant. Rola plaTing sitiiatioaa in whioh atudanta 
aiaply rapaat words, phraaaa, aad saataaoaa should ha avoidtd. 
Short oasa studies mj ha praaantad that will stiMUlata all 
stvdents to aalca daoiaions and p^rfora aooording to tha nature 
of the aitiaation. A ooBHunioatiuaa center or offioe mj he 
simlated with varioua positions assigned to students. Throu^ 
the use of the Teletrainer and fame that the telephone and 
telegraph oocapaniaa will provide, tjpioal offioe situations nay 
be ** staged** with focus on inooodng and outgoing ooaaunioations. 
Textbooks and resouroe aatarials provide a variety of activities 
for o nu un i oatioai unit a. X^eotrottio writing eqmipaent is 
changing rapidly: represeatativea fro« local iodu^itxy can 
present up-to-date inforaation. Saaple activities for each 
■ajor category of the course content ara listed below. 

B. Oral CooNunioationa Activities 

1. Receive a siaulated inooBing call for a person who is out of 
the offioe. Stwdents omst follow thrcvtgh by ooapleting 
aessago aeao. 

2. Make a sinulated eaergency call to the local fire department c 
Students laust use local direotoxy to obtain the phone 
auBber. 
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SUaOBSTSD PROCSnjRBS, 5m5gBOIBS. AMU LBmiJra ICTIVITIBS, Continued 

3. Nako & slaulAted long distant call to tho pMsident of the 
main offioe. On tha basis of the aessafi^ to b« rolaj»d, 
studsnt aust deoids tha kind of oall that will giva the 
dasirtd samoa at tha laast oost. 

4. Make savaral siaulatad lone distaaoa oalls to hxanoh offioas, 
Stodants mist uaa ourrant rata oharts to dataxvino the 
ohoapest call that oan he nada for the desired service. 

5. Receive a siaulated inooadaif call that amet be tranaf erred 
to another persou. 

C. Written Comjaioations Aotivxties 

1. Write a detailed Doaaage that arast be sent by telgm. 
Students aust write the telegraa in the least nuaber of 
words and deoide, according to the nature of the aeasage. 
the type of telegima to be seat. 

2. Give student a the body of a letter. They nuat deoid» the 
type of sail service by whioh the letter would be seat 
aooordiag to tha nature and ooateBts of tha aassage. 

3. Present a bill froa the telegraph ooapany. Students aust 
uae cturreat rate oharts for diotanoe and word oount to 
deterKLae if ihm bill is correct. 

4. Send siaulated telegraas to areas in other tiae aonas. 
Students auat uae the tiae seae chart to decide whether a 
full-rate telegram or a aight letter would se appropriate 
in each ocse. 

0. Visual Coaauaioatioas Activities 

1. Present a list of calls that have been aade froa the office 
over a period of tiae. Have students ooapile the infoz<- 
aatioa in various typtfof graphs. 

2. Present coapleted graphs and have students interpret thea to 
deteraiae the answers to various qtuestions. 

3. Have students prepare charts or pesters sbowiag the flow of 
a letter fron the tiao it is aailed to the tiae it is 
received. 

4. Hold a coapetition for postera that conaunicate a stated 
idea; exaaple, "Advertising Pays.** 
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VII. SUGCaftSTED PHOCEaJBES, STRATBCIBS, AMD UUMIHQ ACTIVITISS, Coatiaued 
B, a«n«ral ▲otlYltite 

1. Plan fiold tripr^ to centers Mhere stiMiftttts will be able to 
Tiew ooaiuaioeti,o& equlpaeat la use. SuwetloaBS telephone 
coopaaj, telegiuph offioe, redio or television eUtion, pMt 
o ffic e , polioe otetlon, airport, and/or basinsse with a large 
ooBimaioatioas oeati^r. 

2. lavite guest speakers fro« plaoes listed above if field 
trips are not feanible. or as preliainary or follow-up to 
field trips. 

3. Arrange "pea pal" situatioa with soaeone in another city. 
Ask thea to aail 2 letters at the saae tiae — one by regular 
Bail and one by aiimil. Coapare arrival tiaes. 

VIII. SVAUJA<ms UrSTBDlOgiTS 

Svaluations should be in the fora of perforaanoe iestB as well as 
written tests. Suggested iateria evaluative iastmaeats mi.j be 
found in the Appendix. The teacher is encouraged to develop 
additional iteas. 

To vary types of evaluative activities wiien woxicia^ with graphs, 
the teaoher asy deoi^.e to have soae students interpret graphs while 
others asy need the experience of asking thea. For those students 
who need ezperienoe in interpreting, the KEYS to the gmph tests 
aay be used. Teachers should osapose questions related to the 
infcraatioa in the graphs. 

The posttest should include at least one question or perfomsnoe 
activity related to each iateria evaluation. 

JC. RSSODHCBS FOR S^ IS MT S 

A • Textbooks 

Crabbe, Ernest H.j De Brua, S, Joseph; and Haines, Peter 0. 
General Business for Boonoaio Understaaiing « ^h edition. 
Cinoinaatii South-tfestem Piiblishin^ Co. , 1966. 

Nanassy, Louis C « and Fancher, Charles W . Qeaare l Business and 
»cono«ic Understandings . 3rd ed. Ea^lbwood Cliffst 
Prentioe-Hall, 196^. 

Price, Ray G.; Nusselaaa, Vernon A. j and Hall, J. Curtis. 
General Business for Everyday Living . 4th edition. 
Hightstowni Gregg Division ef NoOraw-^ill Book Co., 1972. 
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. BSSOURCSS FOR STU21QIT3, Contiaoad 

B. SriU Books uad Prftotlo« t:4%B 

C»bb«, Smart H.} JDaBrua, S. JOMph; and Bftlnos, Petor 0, 
Aoiivltie a and Projaota for 0»a»ral Baaiaeas for BooRoaio 

UudsratudlD^, Unite 6-12. CiBolaaatl: Soeth-Woatarn 

PubUahln^ Co., I966. 

Haaaaoy, Louia C. and Panohar, Charles H. Buainaas Aotivitiaa . 
Bo^c_I, 3rd ©d. En^lawaad Cliffas Prantioa Hall, l^^S. 

Price, 0. • MuBaolwin, Vernon A.j and Hall, J. Curtia- 

Student Aotirlty Qxade gor Qanaral Bnaiaaaa for BvarTday 
Living. Hij^tatonns Qregg Oiviaion of KoOzwi-aili B^ 
Co., 1972. 

Telagraa Blanka . Local Waatara Union Talagxapth Coapany, 1968. 

Talarixcae Byaaaica. Linoolmrood, Illinoia: Universal Training 
Syateaa Coapaxiy, 7IOI Morth Cicero Avinua, 6O646. Six 
prograiaBed student booklata, two praraoordad caaaattee, one 
blank oaBsatta for atadent raooxdin^r, aix aaaaaga pada, and 
one aaparviaor'a guide. 

C. Rafaranoe Nanuala 

Abbreviat ions for Uae with ZIP Code a . United States Postal 
Servioo, tfaahiagton, D. C, I967. 

Doaastio P oataga Ratea and Peaa . United Stataa Puatal Service, 
f^aahington, B. C, I970. 

How to Prepare and Uae Telegraaa . Looal Weatem Union Telegraph 
Conpaaj. 

Let Your Fingara lo the Talking . Looal Western Union Telogmph 
Co«paay, 1970. 

Telephone Diregr^gory . Looal telephone ooapany. 

Teletrain ing for Baainass Studiea-^tudant Suppleaent . New 
Yorkj Aaerioaa Telephone and Talagmpk CoqQ)any, 1965. 

Yellow Page a Directory . Looal telephone coapany. 
YeBtarday-^oday-Toa arrofci . Looal Western Union Telegraph Coopany. 
B. Learning Paokagaa 

Bxpreasw ay to Suooaae in Everyday Living Saries -^Ch&rta and 
Graphs. Dade Cotinty Public Sohoola, 1970. 
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RSSOURGSS FOR mCfiSBS 
▲ • Boolca 

Teaohoi- Manuals and/or keys are available for noat of the books 
listed in -^his and the pr«vioua eeotion, fiesottroaa for 
Students, froa the respeotive publishing ooapaaies* 

Agaew, Peter L.; Meehao, Jaiaea R.; and Oliverio, Mary Ellen. 

Secretarial Of floe Practice , 7th edition, Cinoinaati: 
South-Western Publishing Co., I966. 

Agnew, Peter L.; Meahan, v^s R.; and Pasewark, Williaa R. 

Clerioal Office Practice . 4th edition. Cincinnati: South- 
western Publishing Co., 1^6?. 

Aroher, Pred C; Brecker, Raymond P.; Prakes, John C; and 
Stewart, Jeffrey R. Jr. General Office Praotioe t 3«i 
edition. Hightstown: Gregi: Division of MoOraw-Hill Book 
Co., 1968. 

Aumer, Robert R. and Burtneas, Paul S. Effeotive En^yliah for 
Busineas Conmnioation , 6th edition. Cincinnati: South- 
western Publishing Company, I97O. 

Crabbe, Smest U.; DeBrum, S. Joseph; and Haines, Peter G. 

Methods of Teaching General Btiainesa . Cincinnati: South- 
Western Publishing Coopaoy, 1968. 

Cretrs, Janes W. "The Teaching of General Business and Koonomic 
Education.** Contributiocs of Research to Business Bduoation . 
Ninth Yearbook. Washington, B. C.: National Business 
Education Association, 19713 

Dau^trey, Aim Scott. Methods of Basic Business and Eoononic 
Bduoation . Cincinnati: South-Westem Publishii^ Co., I96S 

DeBrua, 3. Joseph; Haines, peter G.; Malsbary, Dean R.; and 

Crabbe, Ernest H. General Business ^ 10th edition. Cinoinuati: 
South-Westem Publishing Co., 1971, 

Kimstreet, tfilliaa C; Porter, Leonard J. j and Mazvell, 

Gerald W. Business English in Ccainunioations . Snglewood 
Cliffs: Prentice-tiall, Inc., 1964. 

Huffnan, Harry; Twiaa, Ruth M.; and Whale, Leslie J. Mathematics 
for Business Occupations . Hightstown: Gregg Division of 
MoGrav-Uill Book Conpaoy, I968. 

Meehan, Jaaras R.; Oliverio, Mary Ellen; and Pasewark, Williao R. 
Secretarial Office Prooedurea . 8th edition. Cincinnati: 
South-Western Publishing Co., 1972. 
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RESOURCSS xOR mCHSHS, Continued 
!• Books, Continuftd 

y^Utraininjg for Buaineaa Studies— A Toaohor*a Quide , New 
Yorkz Aaarlcaa Telephooe asd TeXegr^ph Coapany, 196^. 

Tonne, Herbert A.; Pophaa, Betella L. ; and Freesan, Herbert. 
Methods of Teaohin^^ Buainesa Sub.leota . 3rd edition. 
Hightstoww Gregg Division of IcOraw-Hill Book Co., I965. 

Wood, Merle W. and MoKenna, Margaret A. The Reoeptionist . 
Hightatowni Gregg Division of NcGrav-aiU Book. Co., 1966. 

B. Andio-Visual Aids 

1. Pilastripa 

Pilaetri pB for General BuBinesa for Everyday Living . Prioe, 
Ray 0. and Hall, J. Curt"«a. Hightstown: Gregg Division 
of NoGrair-4iill Book Coai^any. 

2. Treasparenoies 

Transparen ciea for General Bnainess for Everyday Living . 
Price, Hall, and Blockhue. Hightatoww Gregg Diriaion 
of HoOraw-fiill Book Compeuiy. 

3. Filas 

The following films are available on a free loan basis througfe 
the local Sourfchera Bell office frooi Ideal Pictures: 

* Manne r of Speaking . 28 ainutes, color, sound. 

I Rathe;r Like You. Mr. Bell . 27 ainvtes, color, sound. 

If an El ephant Answers . 26 minutes, color, soiwd. 

Invisible Diplomat , 20^ minutes, color, sound. 

Operator . 14^ minutes, color, sound. 

The Extra Step . 33 minutes, color, sound. 

The Voice of Your Buaineaa . 12^ minutes, color, sound. 

The following films are available from Business Education 
Films, 5113 Sixteenth Avenue, Brooklyn, New York II204: 

Better Choice of Words , 10 minutes, B/W, sound. 

Effective Listening . 15 minutes, B/W, sound. 

10 



BEST copy AVAILABLE 



BSSOURGSS FOH mCHSRS, ContinuAd 

B. liadio-Vinal Aids, Coatinoed 
3. Filas, CoatiniMd 

Mail in Motion . 13 aiimt**! B/ll, «oiuid* 

Your Postal Servioe . 19 minct«a, aouod. 

CoBaTmioationa in the Modem World . 11 ainutoa, oolor, 
sound. CorOMt Inatruotional FilaB, 6^ Sast South 
Water Street, Chicago, Illinois 60601. (Bade County 
Publio Sohoolc lngtraoticaal Materials Catalog 
#1-00836) 

Comnmioatiom Story of Its Devolopaent . 11 minutes, 
oolor, sound. Coronet Inatruotional Pilas, 63 Bast 
South Water Street, Chicago, Illinois 60601. (Bade 
CoiSKlgr Publio Schools Instructional Materials Catalog 
#l«^X)d38) 

Correct Telephone Usage . Business Sduoation FiLns, FilA 
Center Bld«. Suite 409, 630 Vinth Ave,, Mew York City. 

Developaent of Coawnnications. Second Sdition . NP-So~16ni., 
10 ainutes, B/W. Bnoyolopedia Britasnioa Educational 
Corporation. (Sade County Publio Schools Instructional 
Materials Catalog #1-03545) 

C. Audio-Visual Squipaent 

Teletrainer. Free loan throu^ Southern Bell Telephone Company. 
B. Periodicals 

Balanoe Sheet. The ^ Cincinnati: South-Westem Publishing Co. 
Monthly, October through May. 

Buaineas Bducation Fomn . Washington, B. C.s National Business 
Sduoation Assooiation. Published monthly, October throu^ 
May. 

Bneiness Bdnoation World . Vetc York: Gregg Division of MoQraw- 
Hill Book Company. 5 publishings each school year. 

Changing Times . Changing Times Bducation Servioe, I729 H Street, 
M. W., Washington, B. C. 20006. 

Journal of Business Sduoation . East Stroudsburg, PA: Robert C. 
Trethaway, Editor. Monthly, October through May. 
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BEST copy AVAILABLE 



X. RSSOUSCBS FOR TBiGHSBS, Coatinutd 

S. Xoaographs (Froa 3eath-Wa«t«ni Fublithlaig Coapftay) 

#92 VlwMtX Aide for BusiBtae »nd goomoaio Idmoatlca , 

#93 Lat*» Bdaofcte Youth for Kfftott¥» Bminsaa Life . 

#107 Motivation in Teaching General BnainsBB . 

#113 BneineBB gdaoation in the Junior Hljh Sohool . 
P. Teaching AidB and/or Pm¥lioatioaa (Froa looal Bell Telephone Co.) 

Alexaiader GrahM Bell 
CnniiH cation Jb Soienoe 
Xaohine Talk 

Ov<f9raea0 Telephone Service 
The Na^o of Tour Telephone 
The Telephone at lour Coanad 
The Telephone in Aaeriea 

0, Field Tripe (Noat plaoes listed will provide guest speakers also. ) 

Fire Oepartaent 

Police Station 

Post Office 

Radio Station 

Telegraph Office 

Telephone Ccnpany 

Television Station 

Niaoi Herald (for faceinile) 

IBK (for electronic) 



« 
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1PP£NDIX 



ERIC 



BEST COPY AVAILABil 
SUOGBSTSD TEST ITSXS 

Matching Teat 

DIRBGTIOHS: On a sopamte Bh«et of paper, write the ntmbera I-15. Select 
the tern in Section II that laatohee each stateiaent in 
Section I. Write the letters representing your answere 
opposite the appropriate numbers on your paper* 

SSCTION I 

1. A directory that lists only business and professional telephone numbers 

2. A long distance call Jin which the caller will speak to anyone 

3* One telephone line vised by aore than one subscriber 

4» A long distance call in which the oaller inforas the operator that 
he wishes to speak with a oertain individual 

5. A long distance call paid for by the person receiving the call 

6. The fastest type of telegraa 

7. An international message seat by wires laid on the bottom of the ooean 
8« A form u^d to send laessagss to persons located in the same office 

9- A letter that will be delivered ahead of the regular nail 

10. A graph in which statistical infomation is shown by using sm^ll 
sketches of the iteas aentioned im the report 

11* A telephone in vehicles that travsl by land, air, or water 

12. A telephone with buttons instead of the circular dial 

13. An autooatic dialing telephone 

14. A graph that is sonetiaes referred to as a "pie** graph 

15. A telephone call that allows several persons in different locations 
to talk to each other at the same tiae 




BEST copy mUBU 



SUGGESTED TE3T ITEMS, Continued 



Matching Teat . Continued 
SECTION II 



a. Bar graph 

b. Cablegria 

c. Card dialer 

d. Line graph 
©. Party line 
f. Pict ©graph 
S» Private line 
h. Yellow Pages 



Certified letter 
Circle graph 
k. Conference call 
1. Puill-rate telegram 
Mobile telephone 
Ovemi^t telegram 
Telephone directory 



i. 



n. 
o. 



p. Collect telephone call 
q. Interoffice memorandiua 
r. Multiple button telephone 
s. Person-to-person call 
t. Special delivery letter 
u. Station-to-^ation oall 
V. Touoh-tone telephone 
w. Wide Area Telephone Servioe 



Bar Graph Test 

Ask your teacher for the blank graph fona for this problem. Using the 
figures below, cotaplete a bar graph that shows the number of loag 
distance calls made fro» your office each aonth. 



January 


261 


February 


118 


March 


175 


April 


201 


May 


155 


June 


206 


Jtily 


109 


August 


97 


September 


235 


October 


221 


November 


274 


December 


231 



Pictograph Test 

Construct a piotograph (using a miniature telephone symbol ) thai 

shows the number of telephones in use duriaif a given year in the cities 
listed below. Each telephone symbol is to represeat 1,000 telephonas. 



Bal Harbor, 3,000 
Coral Gables, 5,980 
Miami, 10,700 
Miami Beach, 6,300 



Miami Springs, 4t250 
North Miami, 1,075 
Opa Loca, 75O 
South Miami, 2,1^0 
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BEST COPY AVA1UBL£ 



SUGQESTEB TSST ITSMS, Continued 



Line Graph Teat 



DIRECTIONS} The information below shows the number of oallo made from 
your office to the oain offio« in Chicago over a ten year 
period. Aah your teacher for the blank fora for thia 
problem. Prepare a line graph to ahow the nuaber of calls 
made each year. 




No. of Calls Year No. of Qalla 
920 442 

824 1965 312 

687 1964 216 

524 1963 178 

442 1962 U3 



Telegraa Test 



DIRSCTKtfS: Ask your teacher for a blank telegraa fora and pr«pare a 
'^elegraa to ba sent aocordini: to the ttateaeat below. 

ThG FBIA Club at your school ordered football pennants froa the Royal 
Peimant Company. The first gaoe of the season is scheduled for Priday 
):iight. On Tuesday, the pennants have not baen received. At a called 
meeting of the club, you as secretary, are directed to send a telegraa 
to the company stating that the order is to be cancelled if the pennants 
cannot be delivered by Thursday noon. 



Using the Directory 

DIHBCTIONS: Use local telephone directories and locate the telephone 
numbers and addresses of the following: 

1. Post Office nearest your school 

2. Fire Deparieaent 

3. United States Coast Guard 

4. Formal wear shop in the downtown area 
3. Drug store near the county hospital 
6. Hospital nearest your sohool 

7* Main office of local electric ooopany 

6. Western Union's oain office 

9* Central office of Dade County Public Schools 

10. Personnel department of local telephone company 
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BEST copy AVAILABLE 



SUGQSSTS2) TEST ITBNS, ContinuAd 



Clrole Graph Test 
DIRSCTIOBS: 



Date 



The following bill «aa x^oeived from the telephone ooapaoy 
fop the JBoath of June, kak your teacher for a hhwk circle 
graph fom. On the form, ahov the poroentage of calls that 
were aade in these categories: station-to-station, 
peraon-to-person, collect, and billed to Ivd mmUr* Use 
the SXPUN/LTION OP COI£S to OUssif^f calls. 



Place Called 



TelephP^we Hualaer Code Aaount 



6 3 PROM Bklyn NY 

6 4 Chicago IL 

6 3 OBBkha NB 

6 6 Chicago It 

6 6 Chicago XL 

6 7 Chicago IL 

6 10 PROM Seattle *UL to Chicago IL 

6 10 FHOM Seattle MA to Bklyn NY 

6 13 Chicago IL 

6 13 PROM Bklyn HT 

6 14 Chicago XL 

6 U Taapa PL 

6 17 Chicago IL 

6 18 PROM Bklyn NY 

6 18 Dallas TX 

6 19 Raleigh NC 

6 21 Bklyn NY 

6 24 Omaha NB 

6 26 Chicago IL 

6 27 Chicago IL 



212 496-9251 
312 543-2616 
402 232-0801 
312 543-2616 
312 543-26l»!; 
312 543-2516 
312 543-2616 
212 496-9251 
312 543-2616 

a2 496-9251 

312 543-2616 
813 376-1982 
312 543-2616 
212 496-9251 
2U 421-7469 
919 578-2198 
212 496-9251 
402 232-^801 
312 543-2616 
312 543-2616 



▲ 


S 1.80 


B 


3.35 


C 


3.30 


B 


2.80 


1 


5.90 


B 


3.75 


P 


2.85 


P 


3.60 


B 


4.70 


A 


1.60 


B 


6.85 


C 


1.10 


B 


2.05 


A 


1.70 


D 


4.00 


C 


2.15 


B 


4.10 


B 


2.40 


C 


3.05 


B 


2.50 



SXPIANATION OP COISS: 
A-Collect 

B-rStation-to-Station, Bay 
C-Peroon-to-Person, Day 
D>3tation-to<^tation, Evening 
E-^iperson-to-Person, Evening 
P-Billed to 3rd Number 
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